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FORMAT FOR TRAINING MATERIALS

Training materials should be provided in the following 4 formats as applicable:

Electronic copy for non-visually impaired staff

The electronic copy must be provided in Arial 14 point font.  Formatting, graphics and tables are acceptable.

Electronic copy for visually impaired staff

The copy should be provided in plain text in Arial 14 point font, devoid of any graphics and tables.  Formatting should be kept to a minimum.  A plain text electronic copy works well for Brailling.
Printed Materials for general use by staff

All printed materials should be in Arial, 14 point font.

Braille

When submitting printed materials to DOR’s Braille Services Unit (BSU) to be Brailled, the following standards should be adhered:

Send files in Microsoft Word 2000 format (xxx.doc), and provide file names of the documents to be transcribed.  Use Arial, 14 point font.

Always check the spelling and grammar of the materials you want Brailled.  The BSU does not perform corrective proofreading.  The vendor is ultimately responsible for the technical and grammatical accuracy of the Brailled documents.

If a PowerPoint produced document is required in Braille, it must be retyped as a Microsoft Word file before submission to the BSU

At the end of the process, the BSU will keep the Braille request form and diskette or electronic copy.  If a reproduction is ever needed, the BSU will have the diskette on file and will be able to reproduce the document quickly.

Document Standards

Some characteristics or embellishments that produce a "quality" print document do not translate well into Braille and will cause a document to be misleading or confusing to read.

Limit "Eye Catching" Formatting

Italics, bold, underlining and asterisks are examples of eye catchers" that do not translate well and should be used sparingly in text to be converted to Braille.  However, if these features are integral to the text, they should not be eliminated.

In most situations major headings should be centered.

Capital Lettering

Words within the body of the text requiring emphasis should be in italics or all capitals, not both.

Some documents prepared for low vision readers are typed in capitals.  Such documents need to be converted to standard (mixed) case for Brailling.

Hard vs. Soft Returns

Word processors using word-wrap result in placement of a Soft Return format code at the end of each line.  The Braille translation program has its own word-wrap process, which ignores Soft Returns to fit as much as possible on each line.  A Hard Return is the result of using the Return (Enter) key.  Hard Returns tell the Braille translation program to start a new line.  Therefore, when preparing documents for Braille, do not use Hard Returns at the end of each line unless you want to force a new paragraph or line.

Page breaks work in a similar manner.  The Braille translation software will ignore Soft Page breaks, but will start a new Braille page at each Hard Page break (created with Control plus Enter).  Unnecessary page breaks should be deleted.

Spaces vs. Formatting Codes

Avoid using spaces instead of the Tab, Center, or Indent commands.  Braille translation programs will either include each space (resulting in misalignment and poor Braille formatting) or ignore multiple spaces (resulting in a single space).

Paragraph Formats

As in print, various paragraph formats are used in Braille for different purposes:

· Standard paragraph (first line indented, the remainder at the margin)

· Left flush (all lines at the margin)

· Hanging indent (first line at the margin, remainder indented).  This format is especially useful in Braille for information needing to be referenced.  The reader can run a finger down the margin to locate a specific paragraph or heading.

Print Page Numbers

When a document needs to be referred to by its print page number, such as a training manual, the BSU assistant will need to manually identify the exact start location of each new print page in the Braille document, and hand enter the page numbers using a special Braille translation code.  If print page numbering is required for your manual, please indicate so, and provide a hardcopy of the material.

Special Symbols and Text

Computer codes and file names, mathematical and pronunciation symbols, foreign words, and footnotes need special attention.  Generally, computer file names and web site addresses need to be translated into computer Braille code (the BSU will handle this translation); math symbols such as the plus or equal signs need to be replaced with the words "plus" or "equals"; diacritical markings (used mostly in foreign languages) require special Braille symbols; and foreign words need to be italicized.

Heading Levels

Heading levels are shown in print in various ways:  centered, larger font, bold, underline, etc.  Heading levels in Braille are determined by placement; bold formatting and underlines are omitted.  In Braille formatting conventions, a first level heading is centered on the line with blank lines above and below; a second level heading has a blank line above but not below.  In a document with several heading levels, the transcriber may need to make formatting changes to show the various levels.

Estimated Service Delivery

Small Sized Jobs - Turnaround time:  48 hours

Twelve (12) copies of a document, not exceeding fifteen (15) pages per copy.

The estimated turnaround time is 48 business hours or less.

Medium Sized Jobs - Turnaround time:  Seven (7) days

Twenty-five (25) copies of a document, not exceeding 50 pages per copy.

The estimated turnaround time is five (5) to seven (7) business days.

Large Sized Jobs - Turnaround time:  Fourteen (14) days

More than 25 copies, and exceeds 50 pages per copy.

The estimated turnaround time is ten (10) to fourteen (14) business days.

Some Braille jobs may need to be outsourced with a private company.  The BSU will handle the contracting details.

